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PERSONAL IDENTITY
Sex



:  Male
Place/Date of Birth

:  INDIA / 13 NOVEMBER 1989
Religion


:  Hindu
Nationality


:  INDIAN
Marital Status

:  Single

CAREER OBJECTIVE
· To explore an opportunity, to work in a dynamic environment and to improve the knowledge and experience for establishing optimize environment in the field of Finance.

· To obtain An Administration position by adding value through utilizing my superior knowledge prospecting and calculation abilities in the business. 

STRENGTH
· Target driven and result oriented,Intiative and responsible nature.
· Well versed knowledge in Microsoft Word, Excel, And other Microsoft office Tools

· Well disciplined and having excelent planning and co ordination skill.

· Excelent typing and  communication skill in English.
· Excellent analatical and numarical skill.

Education Qualification 

· 2011-2012 ٍStudied in Batchilour of Education in Osmania University Hyderbad.
· 2007-2010    Graduate from Osmania University in Mathamatics,Physics & Chemistry
· 2005-2007    Intermediate form Sate Board of IPE
· 2004-2005    Heigher Secondery School in State Board.       
Computer Proficiency
· Operating system Windows 2003/2007/Windows 7/Windows 8 

· Skills in Microsoft Office like Microsoft Word, Excel & Power Point.
· Knowledge about software installing and Basic hardware troubleshooting.
   CAREER BRIEF

Abu Dhabi TRANSCO working as an Office assistant
Responsibilities.
· Prepare sources data for entry by opening and sorting E – mail verifying and logging reciept of data. Obtaining missing data.
· Recording data by operating data entry equipment. Coding information resolving processing problem.

· Protects organizations value by keeping information confidential.

· Operate keyboard or other data entry devive to enter data into computer or use maganetic tape or disk for subsequent entry.

· Enter numeric, alphabatics or symbolic data from source document to computer using data entry device.

· Deletes incorrectly entered data and also re enters corrected data.

· Compile, sort and also verify accuracy of data to be entered.

· Sending e-mail for request for business cards.

· Doing the technical evaluvation with samples.

· Sending papers for other department.

· Preparing petty cash.

· Filing each department paper in saparate folders.

· Providing stationery iteams for new employee.

· Keep each employee papers with in his file number confidential.

Responsibilities as an office assistant
· Handle transctions and answer customer queries.
· Decipher customer needs and offer the best solution based on proper company policies.

· Refer customer to people who specialize with the type of proplem or qurey they present.

· Satisfies the clint.

· Good service.

PROFESSIONAL TRAINING EXPERIENCE
· 2010-2011 professional computer course in NIIT
SKILLS and EXPERTISE
· Computer


MS Office, MS Outlook, Marketing Plan Pro.
· Interest


Organizing Events, Story writing, reading, travelling.
· Abilities an attitude
Ready to work within a team;Ready to hard working,
fast, accurately; Have a high motivation to learn and try; Have a high motivation to be a successful person; discipline and open-minded.
ADDITIONAL INFORMATION

· Languages            English (very good in reading, writing & speaking)
·                                Hindi (read,write&speaking)









